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Note: It is important to have letterhead for your lake organization. Letterhead should include important information such as the name of your organization, address, phone number, website, and could even include current board members. A date, as indicated here in the lower right corner, should be on all communications. 

Position Description

	Title: Board of Commissioners: Chair (District)
	Status: Part Time (Intermittent) 

	Work Location: Home
	Salary/Pay rate: 

	Term: Board of Commissioners elect officers annually following the annual meeting. 

	Supervision: Minimal 
	Reports to: Board of Commissioners, Annual Meeting



About the Lake and the District
Background information about the district; mention how long it has been in existence, typical annual budget, major goals/activities of the district. 

Position Summary: (be sure to avoid language that may offend individuals)
Members of the Board of Commissioners are elected at the annual meeting by a plurality vote. A full term in office is 3 years; seats come up for election on a staggered basis. A total of five (5) Commissioners are seated; two commissioners are appointed (one by the town of x, the other by y county). The board of commissioners is broadly responsible for the governance of the lake district. Except for powers reserved to the electors and property owners at the annual meeting, all the powers of the lake district are exercised by the board of commissioners.

Officers (chair, secretary, treasurer) are chosen by the board of commissioners annually. Based on Wisconsin Statutes Ch. 33.29(3): “The chairperson shall preside at the annual meeting, at all special meetings and meetings of the board and at all public hearings held by the board.” This position summary is meant to provide additional guidance and information to help anyone considering a leadership role in the lake district. 

Functions/Responsibilities (or Primary Areas of Responsibility):
· Approves draft budget and presents the budget for review by the board and submission to the annual meeting; includes draft budget in mailing to members with notice of annual meeting
· Guides the board (and staff if applicable) to focus on the district’s mission and organizational priorities; provides leadership in fundraising, setting policy, and planning for the future.
· Collaborates with the two other officers (secretary, treasurer) to ensure that meetings are properly noticed, records maintained, and finances accurately managed.
· Collaborates with the board to determine what committees (if any) are needed to carry out the lake district’s work; appoints committee members. 



· Represents the district in the community, serving as an ambassador among local governments and organizations. 
· Signs corporate or legal documents, along with other board officers.
· Motivates the board of directors; facilitates team building and camaraderie; communicates regularly with any staff or contractors working for the district. 
· Ensures that district policies, procedures, and staff compensation (if applicable) are periodically reviewed and updated.
· Takes time to celebrate accomplishments and recognize contributions toward district goals.
· May call special meetings of the lake district board as required. 

Minimum Qualifications
· To qualify for commissioner elections, a person must be either a resident elector or property owner in the district. The ownership qualification is satisfied if a person is an official representative, officer or employee of any trust, foundation, corporation, association or organization which is an owner of property within the district.
· To be appointed by the county board, a person would be a member of the county land conservation committee or be nominated by the county land conservation committee. (County Executive makes the appointment in counties with an Executive).
· To be appointed by the town, city, or village a person would be a member of the governing body or a resident of the district who owns property within the district if possible. 
· The board meets immediately after every district annual meeting to select three officers (chair, secretary, treasurer) from among themselves. Elected and appointed commissioners are eligible for officer positions. 

Competencies/Requirements
· Experience with managing people and evaluating positions/performance
· Demonstrates good problem-solving skills and innovation
· Leads by example and fosters staff development and improvement
· Experience developing agendas and conducting meetings using Robert’s Rules of Order
· Familiarity with legal aspects of board work
· Experience developing mission statements, goals, and action plans
· Familiarity with local lake and surrounding communities
· Ability to work with government officials to meet the goals of the organization
· Exemplary oral, written, and public speaking abilities
· Extreme organization with attention to detail
· Will attend and complete the Wisconsin Lakes and Rivers Convention’s Basic and Advanced Lake Board Member Training at the earliest opportunity
· Time commitment: approximately 10 hours/week (flexible)
· This is a local government position. The chair of a lake district will need to be familiar with Wisconsin’s local government rules and related state statute. Has a working knowledge of State Statute Chapters 19 – General Duties of Public Officials; 30 - Navigable Waters Harbors and Navigation; 31 – Regulation of Dams and Bridges Affecting Navigable Waters; 33 - Public Inland Waters; 60.70 – Sanitary Districts; 66.0199 – General Municipal Law; 893 – Limitations of Commence of Actions and Proceedings – Procedure for Claims Against Governmental Units; 946.12 – Crimes Against Government and Its Administration, 947 – Crimes Against Public Peace, Order, and Other Interests; 985 -Publication of Legal Notices, Publications and Fees; and others as appropriate. 
· Has a working knowledge of Wisconsin Administrative Code NR 333 (applicable for districts with dams on the waterbody). 


How to begin: 
People seeking to be elected to the lake district board of commissioners are encouraged to attend one of the regular (quarterly/monthly) meetings of the district board to discuss details about declaring candidacy and the district’s voting process for the annual meeting. People seeking to be appointed to the board are encouraged to connect with the chair/president/mayor of the applicable town/city/village or the chair of the county’s land and water conservation committee. 
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